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3.2 - LTE Separations

Employee goes 
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Notify HR
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3.3 - Original, Permissive and Promotional Probation Separation

Supervisor 
Consults with HR 
or Employment 

Relations

Determines 
Employee Rights 

and Options

Start

Consider potential 
AA Issues

Advise Supervisor 
to end or extend 

probation

Contacts former 
Employing Unit or 
Agency (Not for 

Original Probation)

Return to previous 
or vacant position 
or layoff or other 

action

Finalize Evaluaton
Draft Personnel 

Action Letter

Advise Supervisor 
on post term 

notice to remaining 
staff

EP-01

Separated 
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Employee 
History

RVIEW –
P-Roster

Employee Has 
Rights Yes

No
End

To EP-01 
Discuss 
Options
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